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Criteria for an IFB

1.       Eight (8) Required Documents for an IFB
2.      Buyers Review Required Eight (8) Documents:

(1)  Market Research 
(2) Requisition(s)
(3) Bid Specifications 
(4) Transmittal of Procurement of Planning of Record to GSA 
(5) Determination Of Need Letter
(6) Requisition for Advertisement 
(7) Bid Specification Microsoft Word
(8) Declaration Re Compliance with 5 GCA §5150       

3.     RETURN REQUEST FOR INVITATION FOR BID
(IFB Requested Requirements)

4.     Important Dates for the IFB
5.     After Bid Opening

PRESENTATION OVERVIEW
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Department of Administration General 
Services Agency (GSA)

This training will provide an understanding 
of the required documents and how to 
verify that each document is properly 
prepared before submitting to GSA.

Purpose of Training
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✓An IFB is conducted if services and/or supplies is $25,000.00 or more.

✓Any IFB over $500,000.00 must first be routed for review by the Office of the Attorney 
General.

✓An IFB is a method of procuring services and/or supplies by inviting bidders to submit a 
sealed bid package.  

✓An IFB method of procurement consist of timelines in accordance with the 2 GARR and the 
5 GCA.

Criterias for an IFB
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(2) Requisition(s) for IFB

The requisition(s) dictates to GSA the 
funding source for the IFB.  It has the same 
information as the bid specification in these 
fields:

Item No.

Description of Item

Unit of Measure (UOM)

Quantity (QTY)

Unit Price 

Amount (QTY X Unit Price = Amount)
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(3) Bid Specifications

➢ The bid specifications must
be signed by the approved 
appointed authority. 

➢ A Pre-Bid Conference & Site 
Visit is only MANDATORY if it is 
advertised on the Newspaper.
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LINE ITEM NO. DESCRIPTION QTY UOM UNIT PRICE EXTENSION

1.1.      “Bid description”  12    months    $_________ $_________

2.1   

SCOPE OF WORK:

REQUIREMENTS:

***MANDATORY PRE-BID CONFERENCE & SITE VISIT***

(Only if it is advertised on the newspaper.)

_____________________________ _______________________

Signature of authorized personnel Date signed (mm/dd/yyyy



(4) TRANSMITTAL OF PLANNING 
PROCUREMENT RECORD TO GSA
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(5) Determination Of Need Letter
5 GCA § 5249 Record of Procurement Action (e) Requesting agency determination of need 

What is a Determination of 

Need Letter?

This is a letter of information 

submitted by the requesting 

department to GSA.  The 

following information should be 

noted on the letter.

1) Letterhead of requesting agency

__________________________________________

2) Date of letter 

3) Body of information letter indicating:  

•Who is to benefit from this service/supply?

•What are the details being requested for this service/supply?

•Why is this service/supply a need?

•Where is this service/supply going to be utilized?

•When is this service/supply required to be delivered?

•How long will this service/supply be contracted for?

4) Signature of authorized 5) Date Letter is signed:

personnel 

________________    ___________

Signature                     mm/dd/yyyy

SAMPLE LETTER DETERMINATION OF NEED
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(6) Requisition for Advertisement 

The requisition for advertisement must be submitted for the buyer to be able to request for 
quotations

If there is non-sufficient funds for the newspaper companies (Pacific Daily News and/or 
Guam Time, LLC) to publish the IFB advertisement these media vendors will contact GSA 
to inform us that there is insuffient funds within the account.  

This will delay your IFB to be advertised.  The buyer will reject the bid packet and return it 
to the requesting department. 

When submitting a blanket purchase order for advertisement be sure to check 
that there are sufficient funds prior to submitting to the GSA buyer.
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(7) Bid Specification Electronic Microsoft Word

LINE ITEM NO. DESCRIPTION QTY UOM UNIT PRICE EXTENSION

1.1.      “Bid description”  12    months    $_________ $_________

2.1   

SCOPE OF WORK:

REQUIREMENTS:

***MANDATORY PRE-BID CONFERENCE & SITE VISIT***

(Only if it is advertised on the newspaper.)

_____________________________ _______________________

Signature of authorized personnel Date signed (mm/dd/yyyy

GSA requires the 
electronic Microsoft Word 
to be submitted via e-mail.  
It is need to package the 
IFBs for the newspaper 
advertisement.G
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(8) Declaration Re Compliance with 5 GCA § 5150

The Declaration Re Compliance with 
5 GCA § 5150 must be always 
submitted with all IFB packets.

Make sure to fill out the form 
completely with the following 
information:

1. Print Name (Declarant’s Name)
2. Enter today’s date
3. Procurement No. (leave for GSA)
4. Check mark estimated cost of IFB:

less than $500,000; or

$500,000; or more;

5.  Declarant’s Signature
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1. 2.

3.

4.

5.



RETURN REQUEST FOR INVITATION FOR BID
(IFB Request Requirements)
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(1) Market Research

(2) Requisition(s)

(3) Bid Specifications with Department Head’s signature

(4) Transmittal of Procurement of Planning Record

(5) Determination of Need Letter 

(6) Advertisement Requistion

(7) Bid SpecificationSubmitted in Microsoft Word  

(8) Declaration Re Compliance with 5 GCA §5150

INVITATION FOR BID (IFB)
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Recap of Required Bid Documents for submittal :



Issuance Date
Newspaper advertisement date.  If there is any mandatory site visit it should 
be noted on the advertisement of the IFB with the date and time.

From the issuance date the IFB must be available to the prospective bidders 
to pick-up a bid packet fifteen (15) days count down to the bid opening date.

Questions Deadline for Submittal Date
All prospective bidders are to submit all questions before this date and the 
department will be e-mailed to respond to the questions. 

Bid Opening Date & Time 
The bid opening date and time is the date the seal bid must be submitted on 
the noted bid opening date and no later than the time noted.  The bid opening 
date and time are subject to change by amendment.

All bids are uploaded to the DOA GSA Website the same day the newspaper 
advertisement is announced at doa.guam.gov

Important Dates for the IFB
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1.  After the bid opening has been conducted the buyer will prepare the Bid Analysis and determine 
which bidder meets the specifications and requirements , or did not.   

2.   The buyer will forward the proposal package of the lowest bidder to the department for review.  
The Approval of Bid Specifications letter will also be forwarded for the appointed authority to 
mark if the bidder, meets specification or is  non-comformance to the bid.  Then after the approval of 
bid specification document has been signed by the appointingd authority forward the original letter to 
GSA.

3. After the department authorized approving authority has acknowledged the Approval of Bid 
Specifications the Bid status, Notice of Intent of Possible Award and Notice of Award will 
be issued to the participating bidders 

4.  Upon acknowledgement of the bid status by all bidder.  GSA waits for a fourteen (14) days period   
for any anticipated protest.

5.  On the fifteen (15) day GSA will issue a Purchase Order to officially award the bid.

After Bid Opening
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This is the end of the training!


